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Modifying User Access

1. Log into the DDRS Web-Based Tools website from the following url:

https://ddrsprovider.fssa.in.gov/BDDS/Default.aspx

2. Select Provider Admin from the menu structure, as shown in the following illustration.

52 DDRS Web-Based Tools

BDDS Links

Provider Info Welcome

Interactive Budget Tool
Mep

2 Y This website is provided through the State of Indiana, Family and Social Services
Administration, Division of Disability and Rehabilitative Services, Bureau of Developmental
natqerrovider Disabilities Services (BDDS). The use of this website is limited to providers who are currently
State Line enrolled with BDDS. The purpose of this website is for enrolled providers to submit budgets
for the consumers to whom they provide services. These budgets are to be for State line
Budget item funds.
Claims
Waiver If you are a provider who is not currently enrolled with BDDS, you need to contact BDDS
RHSO Waiver directly through the BDDS Helpline at BDDSHelp@fssa.in.gov.
Day Services
If none of the above applies to you, this website was probably reached in error and you
Logout

should exit this website now.

Setup instructions for 1IE7

3. You will be taken to the Provider Admin screen. Select Manage Users from the menu
structure, as shown in the following illustration.

e N Budget Tool - Provider Admin

BDDS Links
Provider Info
Interactive Budget Tool I n St r u Ctl o n s
o Here you can:
enu
Provider Admin
Createlise « Create new users
Manage Users « Change user passwords
ChamreProvider « Deactivate users
State Line « Unlock users

Budget
Claims L

Waiver
RHSO Waiver
Day Services

Logout
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You will be taken to the User Management screen. Select the Role of the user(s) you
wish to modify from the first drop-down list, as shown in the following illustration.

Home

2 Al -

Instructions Provider 3
BDDS Links BudgetUser
Provider Info \ ClaimUser J
Interactive Budget Tool RHSOUser
InvoiceUser

mgnt Steps

Menu
Provider Admin

Create User . " 0 be managed )
# Unchecking the User Active checkbox deactivates the user
MaﬂLs?rs # Deactivated users will NOT be able to enter the site
Change Provider # It is the responsibility of Provider Admin to deactivate terminated employees
_ » Click Reset Password to enter a new password for the selected user
State Line » When a user enters the wrong password & times they become locked out
Budget » Click Unlock User to remove the lockout on the users account
Claims
Waiver
BHSO Waiver

Day Services
Logout

Select the user you wish to modify from the second drop-down list, and the User Info
screen will appear, as shown in the following illustration:

— Users

Home Role: |Provider vl
Instructions -
User: ]F’roductlonDon v]

BDDS Links
Provider Info
s — User Info
User Name

Interactive Budget Tool

_— e —

Provider Admin
Create User

Provider Name

hﬁ——9~——~‘a"a s Us?: User Active ¥ True
Stc,an: == Last Logon 1/24/2008 1:06:57 PM
Gtk Last Password Change 1/31/2007 5:30:47 PM
Claims User Locked Out Lﬁ False
Waiver
RHSO Waiver Budget 72
Day Services Claims 7
Logout RHSO v
Invoice User v

Reset Password I Unlock User

User Management Steps

Select the User to be managed

Unchecking the User Active checkbox deactivates the user

Deactivated users will NOT be able to enter the site

It is the responsibility of Provider Admin to deactivate terminated employees
Click Reset Password to enter a new password for the selected user

When a user enters the wrong password 6 times they become locked out
Click Unlock User to remove the lockout on the users account
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6. Select the appropriate check boxes for Budget, Claims, RHSO, or Invoice User to give
the selected user rights to those functions of the DDRS Web-Based Tools website. The

check boxes are circled in the following illustration.

— Users

denas Role: |Provider 'I

Instructions

BDDS Links

User: IProductionDon v]

Provider Info

— User Info
User Name
Provider Name

Interactive Budget Tool
Menu
Provider Admin
Create User
Manage Users
Change Provider
State Line

Budget
Claims

User Active
Last Logon
Last Password Change

Waiver
RHSO Waiver

Day Services Claims
Logout RHSO

Invoice User

v True
1/24/2008 1:06:57 PM
1/31/2007 5:30:47 PM

False

<l

<

I Unlock UserJ

User Management Steps

Select the User to be managed

Unchecking the User Active checkbox deactivates the user

Deactivated users will NOT be able to enter the site

1t is the responsibility of Provider Admin to deactivate terminated employees
Click Reset Password to enter a new password for the selected user

When a user enters the wrong password 6 times they become locked out
Click Unlock User to remove the lockout on the users account

7. The user’'s access has now been modified. To save your changes, select any of the items

from the menu on the left side of the screen.
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